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GEORGIA DEPARTMENT OF HUMAN RkSOURCES 

' r---- OFFkE OF ADMINISTRATIVE SERVICES 
. .  * 

* *APPL;C~~IGN FOR RECORDS RETENTION SCHEDULE 
f * . T, RECORDSMANAGEMENT UNIT, 

F6r inrirukionc on completing this form contact DHR Records Manag6mnt Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. P h o ~  - (-1 6564976 GIST: Z?lSes3 

Off i c e  of the Commissioner' 
Off i c e  of Audits  
1256 Briarcl i f f  Road, N. E. 

Director, Office of Audits 894-3700 David G.  Price 

74-395-A 
74-398-A State Archives 

to  transfer record copy to a. 0 Euabluh Rnsntion Sduduk; mwrd will continua to .carmulate. 
b. 0 ~ i s p o a u  of pmrnt mxmukauon; no further urarmuhtion antisiptad. 
c. BAmend AppliMion No. CheckOm: Change; 0 Supprcade; 0 Void 

I. Drm0fs.ri.r 
EulilU L m U  

6. R.corda S w b  Tith W b d  by tltk umd in of fb :  ifdiffomntl 

see attached l i s t i n g  
ia tha f u n a h  Ot th. Divilion nd tlu W i  in whish this nmrd mriea is mated? 

1. Records Sarur Dmaiption 
Documents relating to: 

This f ib wntuna the fo l lowi~  documents find& form nqmbsn md titkr, i/anvJ: Attach (Pmplei of the file. 

Included are: 

Th. fils is arranged : 

-- 
I. Monthly Rofuonra RMD Hovv often are maudr referred ?o wnish M: 

Ow to ux months old : S M n  to NVBIH months old : Thirasrn to tvmnw-four months old 
twmwfim montha and older ? - 

b. Annwl Rate of Accumulation 01 Rawrda 



. I  GEORGIA DEPARTMENT OF HUMAN RESOURCES 
APPLKATICN FOR RECORDS RETENTION . SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES 

RECORDS MANAGEMENT UNIT ' % 
?' 

r- 

DHR 1. GEORGIA DEPARTMENT DF HUMA'N-RESOURCES- I ARCHlVESAND HISTORY 
AppliMion Number 

: , 711-398-R 
gplimtion Date Office of the Commissioner 

Office of Audits, 

Ltlanta, Georgia 30306 Deia Completed May 2, 1256 Briarcliff Road, N. E. ; ' DateReceiwd 
1979 

,pplicstion Number 

MAY 7 1979 pu': 5 1979 
~. - ~ .  . . -__~~.-----C-Y .1----~.- 

BR 79-11 through 79-17 
Working Title Telephone Number - . Penon to Contact 

.7'?00 
894-5695 

P.  - .-________.. . .  Director, Office of Audits _ _  David G. Price 

Medical Assistance 74-396 . Anio? Requened * .(x) Rescind Appl. No. 301 x Transfer t 
a. 0 Establish Ramntim schedule: ramrd will mntinuato accum~et!,no 

L BAmend Appliwtim No. & 
er 

entgctm:-+g 
Check One: 0 Change; 

b. Dispose of present .oxmulati n; no fupAer ammutation 71;-399 -I- i G T i i i j T  
; Ovoid to make changes in 

. Datesot Serbs 

kkll Lamst 

6. Records S r i a  Titlo lfolloned by title ursd in o f f i d f  diffemntl wordingandto- lengt 
retention period 

* .DHR State-wide application .see attached listing 
, .. . 

I_.._.__ ~ ~ I____ ~ _I , __ -  
1968 I to present .. . . '  

i. Division and Office Function What i s  the function of the ,Division end the Office in which this record reries I s  created7 

v - .  

For instruction% on completing th' form mntact DHR Record; Management Unit, 47 Trinity Avenue, Atlanta. Georgia 
30334. Phone - (404) 656-4976 

P GIST: 221-4983 

, . . . . _ . ~ _  . - .  . . . . &_ . .. .- . . 
The Department of Human Resources. thiough t h e  l e a d e r s h i p  of t h e  Commissioner, is r e s p o n s i b l e  f o r   pii in- 
iiing. organiz ing ,  d i r e c t i n g ,  coord ina t ing ,  and c o n t r o l l i n g  the d e l i v e r y  of services t o  r e s i d e n t s  of : 

.:Georgia. Included are: d i a g n o s i s  and t rea tment  o f  menta l  d i s o r d e r s ;  control of p h y s i c a l  h e a l t h  pro- ' 
'grams; a d m i n i s t r a t i o n  of p u b l i c  a s s i s t a n c e  programs; F e d e r a l  Food Programs; a d m i n i s t r a t i o n  o f  pro- 
g r a n s  which e n a b l e  t h e  non-productive members of s o c i e t y  ( b l i n d ,  p h y s i c a l l y  and a e n t a l l y  handicapped) '. 

t o  f u n c t i o n  as product ive  members of s o c i e t y ;  e v a l u a t i o n  , 
of programs of t h e  Department, and sugges t ing  improvements i n  t h e s e  programs; ; 
The O f f i c e  of Audits  has t h e  r e s p m s i b i l i t y  t o  determine  whether  a l l  funds due t h e  Department are prop- 
e r l y  accounted f o r  and are expended according t o  t h e  requi rements  of t h e  l a w  and p o l i c i e s ,  p rocedures  
and r e g u l a t i o n s  a p p l i c a b l e  t h e r e t o .  Also, t o  help Hsnagement improve t h e  e f f i c i e n c y ,  economy, and ef -  ! 

a d m i n i s t r a t i o n  of programs f o r  t h e  e l d e r l y ;  
and suppor t  services. 

fkctiye_nes?. of- o p e r a t i o n s  by i d e n t i f y i n g  where improvements are .needed. -. . 

- 
I. Records Series Description 

Documents relating to: 

T h i s  file mntains the following documents (include form numbersmd titles, if any): Attach samples of the file. 

see attached listing 
lncl,uded are: 

1 

r- 

The file i s  arrenged : - _  . .. > ' X .  ,:. \ '< 
.. ;- \ 2 ~ '  . \ 

3. Monthly Rafsrenm Rats How often ire nmrdi referred to which an: 

Om to six months old : Sv8n twslvs months old : Thirteen to twenty-four months old ___ ; 

_ L ~  

twenty-fivs months and older ? -- 
a. Annual Ram of Armmulmtion or R w d s  

btter-size drawan __ : Legal&n d m  -.-+- : Shel*es : Other (spbcifyl 

~ 

Form 4008 (7-78) 



___ 
. < *  ? ,. 

If not. +an b It? , '  ' 1  

X 
b. Dos: &a wins contain confid.ntia1 informtien requiring security handling? If ye:. Gta Isw Q regulation. ' I  i -  

DHR Procedure,IV-H - Adyiniscrative Procedures Manual ,. 

--& 

x d. D a r  this Mrbs ham hlnorical or Ion# mim research d w ?  

e. Whan one or two documenti in the file,make k nocanary & kwp the entlrn file for A long pri&.could them documenti 

f. !I the informs@& eqntained in this series ever published? If yeB. attach copy. 

9. Isdn informatlon'oDntalnad in this wries ever analyzed and/or rsoorded In a rummarir&i -A? 

-- 

__. . . 
be.rhedulcd mparatsly? . ~ .  _-.;1_-__ I _ ~  ---_ 

x 

X If vas. etmch coov. 

- i 
~ ~. .~ ~ ~~ 

. 

.* .. Stst. Law yaws. 
b. Statute of llmlmtlon yean. 
c FedomIbw years. 

h. Is then a duplication of this eria: in your office. or in enother of f ia or .gency? 

.II- 
X If w, rrhere? 

x j. O n s  the m r d  r r w s  result in e mmputer printout? a. 

- y v f / t j  regularly microfilmed? 
l_l_ 

d. Audltperlod - .years. 
a. Admlnlmative need 5 yean. 

1. Fedorel ratention lnmualonr V.sn.  

Attach copy or excerpt of 1- or nputations. Expbln dmlninrative need. 

I 

12. Approvod Dis&wltlon Instructions This agency meammends that  the file aeries be an off at the end of esch: 
OCalendar Year; 0 Fiscal Year; mother I_ then, 

0 Hold in the wrnnt files area 
0 Transfer to local holding e m :  hold ___ yeads); then 
0 Transfer to State Rwordr Center: hold 

0 Transfer to stata Archims for permanent rotention. 
0 Other lSpecify/ 

menth(s) ~ ySar(s1; then 

year(sl; then 
0 Donmy 

Thev lnrtructions apply to all prior and future accumulation: of the series. 



*I 
b Appliqation t o  Amend Records Retention Schedules 

t 
Office of Audits - page 3 CONTRACT AUDIT SECTION, 

TO AMEND 

APPl. 
No. 

74-395 

-- 

7 4 - 3 9 e . A  

Description 
" 

FAMILY AND CHILDREN SERVICES 
COUNTY AND FOOD STAMP AUDIT 
REPORT FILES - Documents re- 
l a t i n g  t o  audi t ing State-allo- 
cated funds expended by Family 
and Children Services County 
Food Stamp Programs. Included, 
but  not  l imited to ,  are: 
Statement of Revenue Expenses, 
and Budget comparison; Analysis 
of S t a t e  and Federal Receipts; 
Schedules of Accounts Receivable, 
Encumbrances, Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable; aud i to r ' s  transmittal 
letter summarizing aud i t  re- 
s u l t s ,  revenue and expenditure 
statement, statement of admini- 
strative expenses, adjust ing en- 
t rbes ,  bank reconci l ia t ions ;  
and supporting papers. The f i l e  
is arranged chronologically by 
f i s c a l  year; thereuniler, alpha- 
b e t i c a l l y  by county; thereunder, 
by DHR Division; thereunder, by 
program. 

COUNTY HEALTH DEPARTMENT, HEALTH 1 
DISTRICT, AND MENTAL HEALTH 
CATCHMENT AREA REPORT FILES - DOC- 

--____ Disposi t ion 

Cut o f f  f i l e  as follows: 

uments r e l a t i n g  t o  audi t ing  State- 
a l loca ted  funds expended by County 
Health Departments, Health D i s -  

(Record Copy)- 
Upon determination t h a t  a l l  
aud i t  quest ions have been 

Off ice of Audits 
(Record Cop& 

Upon determination that a l l  
aud i t  quest ions have been 
resolved, p lace  a l l  p e r t i -  
nent papers f o r  a p a r t i c u l a r  
a u d i t  i n  t h e  inactive f i l e ;  
c u t  off i nac t ive  f i l e  a t  end 
of each f iscal  year;  hold 
i n  cu r ren t  f i l e s  area 2 
years ;  t r ans fe r  t o  S t a t e  
Records Center; hold 3 
years;  then destroy. 

DHR Off ices/ Divisions/ 
Sections/ &its 

(Reference Copy of Audit) 

Upon determination t h a t  a l l  
a u d i t  quest ions have been 
resolved, p lace  all reference 
papers f o r  aud i t  i n  t he  in- 
a c t i v e  f i le;  cu t  of f  inac- 
t i v e  f i l e  a t  end of each 
f i s c a l  year;  hold 2 years;  
then destroy. 

Earlier des t ruc t ion  of a u d i t  
reference papers i s  authorized. 

Cut Off f i l e  as follows: 

Off ice  of Audits 



Application t o  Amend Records Retention Schedules 

. .  , ’ .  f.’ -Offlie ,of Audits - page 4’  CONTRACT AUDIT SECTION 
I ,  

f ? 

TO AMEND 

APPl. 
No. Description Disposit ion 

74-398 tricts, and Mental Health Catch- 
(con t . ) ment areas. Included, but not  

l imited to ,  are: Statement of 
Revenue, Expenses, and Budget 
Comparison; Analysis of S ta te  
and County Receipts; Schedules 
of Accounts Receivable, Encum- 
brances, Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable; audi tor ’s  t ransmi t ta l  
let ter summarizing a u d i t  re- 
s u l t s ,  revenue and expenditure 
statement, adjust ing en t r i e s ,  
bank reconci l ia t ions ;  and sup- 
port ing papers. The f i l e  is  
arranged chronologically by 
f i s c a l  year; thereunder, al- 
phabet ical ly  by county; there- 
under, by District;  thereunder, 
by Catchment Area. 

74-399 

Cut off f i l e  as follows: 

Off ice  of Audits 
(Record Copy) 

Upon determination t h a t  a l l  
a u d i t  quest ions have been 
resolved, place a l l  p e r t i -  
nen t  papers f o r  a p a r t i c u l a r  
a u d i t  i n  the inac t ive  f i l e ;  
c u t  off i nac t ive  f i l e  a t  end 
of each f i s c a l  year; hold 
i n  cu r ren t  f i l e s  area 2 
years;  t r a n s f e r  t o  S ta t e  
Records Center; hold 3 
years;  then destroy. 

DHR Off ices/  Divisionsf 
Sectionsf Units  

(Reference Copy of Audit) 

Upon determination t h a t  a l l  
a u d i t  quest ions have been 
resolved, place a l l  re ference  
papers f o r  a u d i t  i n  t h e  in- 
a c t i v e  f i l e ;  cu t  off inac- 
tive f i l e  a t  end of each 
f i s c a l  year; hold 2 years;  
then destroy. 

Earlier des t ruc t ion  of a u d i t  
re fe rence  papers is  authorized. 

CONTRACT AUDIT REPORT FILES ‘L’ Cut off f i l e  as follows: 
( T i t l e s  111, IV-A, IV-D, V, V I ,  
VII, XVI, XX) - Documents re- Off ice  of Audits 
l a t i n g  t o  audi t ing  cont rac t  pro- 
grams which may include day care 
centers ,  mental r e t a rda t ion  cen- 
ters, ch i ld  support recovery pro- 
grams, aging programs, and any 
o ther  pa t ien t -c l ien t  r e l a t ed  

(Record Copy) 

Upon determination t h a t  a l l  
a u d i t  questions have been 
resolved, p l ace  a l l  pe r t i -  
nent  papers f o r  a p a r t i c u l a r  



--~-- 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
' RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED - 
-test 9.Exacf Series Title 

Dates of Series 
- F/Y 1968 to present 

'*What is the mction of the office in which this record series is created? 

1 COUNTY HEALTH DEPARTMENT AUDIT REPORT FILES - 

The Office of Evaluation and Research provides the Management Team with personnel who can 
objectively evaluate and analyze the effectiveness of the Department's programs. 

The Internal Audit Unit has the responsiblity to determine whether all funds due the 
Department are properly accounted for and are expended according t o  the requirements 
of the law and the policies, procedures and regulations applicable thereto. 
help Management improve the efficiency, economy and effectiveness of operations by 
identifying where improvements are needed. 

Also, to 

~~ 
~~~ ~~~ ~~ ~~ 

~~ ~ 

~~ ~ 

1. This file contains the following documents (include fonn numbers and titles, if any, 
~~ and file al-rangegent 1. .. . .  ~~ ~~ 

Documents relating to audi t j . n g  
Departments. 
Included bu+~ n b t  1 imi tG3-~ %&-: 'auditor'o transmittal letter sunrmarizing results of 
audit, revenue and expenditure statement, statement of administrative expenses,adjusting 
entries, bank reconciliations, and supporting documents and work papers. 

Files are arranged chronologically by fjscql y&i-r;:~themtrtdec elphabefical l y  by name of 

.. i state-allocated funds expended by County Health 
~~ i 

~ ~~~~~~ 

~ - .  cguoty. 117 .:.<I+ awrr . - - - - -  1- ;.- pertorl.cd. 

, 

.I. -. I. I * 1.1.1. --- 



13. Is t h i s  t he  Record Copy of t h e  series? _ .  . ~ ,:, [xl"t 1 
[ i - ' ' Ix l  

t -1 [ X I  

1 [ .I [ X I  

7 
. -  .- - . I 

\ .- ~ 1 4 .  Is there  a duplication of t h i s  series i n  another o f f i c e  or agency? 
> ,  

15. Is the'  information contained i n  t h i s  s e r i e s  ever supmarized or  published? 
~ ..? __ , ~ : -  Attach copy of summary o r  publication. 

. .  ~ 

16. Does the  se r i e s  contain c lass ' i f ied  information requir ing secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency poli.cies. and p-roced-ees?' 

~~ ~. - .~ . ,  . .  
.. . .  . .  . . .  

~. . . .- 

~ [ -1 '[XI . . . . . . . . .  . .  . . . .  .-. < * -  . .  - - -  - 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

19. Is t he  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

20. Does the record s e r i e s  Provide data as input t o  an EDP f i l e ?  [ 1 [ X I  

21.  Does the  record se r i e s ' con ta in  ~docunientation produced~as EDP'printoutT ' 'I [ ~ 1 '  f X ]  

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- [ 1 [XI 
. . . .  - ~. . .  

c . . . .  .. r -  . .  , -  $ * -  , ~. 
s i t i o n .  of these f i l e s ?  

... .. ~ . ~. 

. . . . .  
.- . 

3 . . ~  i ., - . .  . -  
23. W i l l  txeere be a need =for these records 10, 15  years  from now? I f  yes ,  what? 1 ~1 Tx1 

- .  . . .  . .  . . .  . .  . . . . .  ~ -~ r - - . .  ~~ . . . . . .  . : - i . . .  . . -  . 
. . .  

- . .  . . ,  .~ . .  

. . .  2L. REQUIR&NTS. The. following requires the . f i l es  t o  be k e p L : :  - 7 ,  4 .: {years:  . . . .  
. .  . . -  . .  . . ~ .  - - - - .~ ~ ~ 

< . ~ -  ~ . - -  
.. - . .  ~, r . .  ,. - ~. ~ 

~. 

a. [ ]STATE ' b.,[]S?ATUI'E OF c.,[ j A U D I T , :  ,d.. []FEDERAL -- e..:[iiDMINLSTRATIVE '. f,[ ]HISTORICkL- 
LAW LIMITATION PERIOD L A W  . :: i DECSSIPN - .~ .': .  VALUE^: c :: 

( C i t e  Law, S t a t u t e ,  or  o ther  reason for t h e  r e t en t iov  rc.7iciremcntl 
.Based on previous reference experience, the  I n t e r n a l  Audit needs a four year re tent ion.  

____ - __ - 
25. AGENCY RECOMMNDATIONS. This agency recommends tha t  the file series-be cut off  a t  the end- 

of each -[]CALENDAR YEAR -E]FISCAL YEAR -[]OTHER- ,then : 

[ X I  Hold i n  the current f i l e s  area ' ~: month(s)/ 7 y e a r ( s ) :  
[XI  T r a n s f e r @  [XI ., S t a t e  Pecords .Center,[ , lCLocal . .  qolding .Area; . .- .hold . .  . . 7 .  ~ .% -year(s),:, .F,rl 

[XI DestrhY;' ~ . -  
. . .  . . . . . . . .  . ~ .. ~. . ~~ . . . . .  i. , i--j, ,Transfer t o  S ta t e  ArchJveS fo r  permanent re ten t ion . .  . .  , . '  

[ 1 Other! ISpecify) . ~ . ~ , .  . . +  . -  .: ' . . . '  , .  

. . . . .  . . .  ~. . . -  . .  - 
. . . . . . . .  ~. ~ . ~. . . . . . .  

[ 1 Destroy~immediately af ter-cut-off .  I ~- .. 
~. ~ 

- .  - . 

. . . .  . .  ~. . _ _ -  
. . . .  - 

. . .  .. 
. .  . .  r c  

. .  
. .  . .~ . .  

. ~ . J .  - ~~ - 

(Indicate br i e f l y  rationale for  reconmendations above/or write additional remarks) : 



Xecords Retent ion S c h d u l e  - 
GEORGIA DEPARTMENT OF HUMAN RESOURCES 

FINANCIAL MANAGEMENT 
f OFFICE OF THE COMMISSIONER 

0- oi Audlu 
CoIlnaCt AudiO *don 

APPl.  
No. Descr ip t ion  

74-395-A FAMILY AND CHILDREN SERVICES 
COUNTY AND FOOD STAMP AUDIT 
REPORT FILES - Documents re- 
l a t i n g  t o  aud i t ing  State- 
a l l o c a t e d  funds expended by 
Family .and Children Services 
County Food Stamp Programs. 
Included, b u t  no t  l imi ted  t o ,  
are: Statement of Revenue Ex- 
penses, and Budget comparison; 
Analysis of State and Federal  
Receipts ;  Schedules of Ac- 
counts Receivable, Encumbrances, 
Prepaid Expenses, Equipment> Pur- 
chases,  Accounts Payable; au- 
d i t o r ' s  t r a n s m i t t a l  let ter sum- 
marizing a u d i t  results, revenue 
and expendi ture  statement,  state- 
ment of admin i s t r a t ive  expenses, 
ad jus t ing  entries, bank r econc i l i -  
a t i o n s ;  and supporting papers.  
The f i l e  is arranged chronologi- 
c a l l y  by f i s c a l  year ;  thereunder,  
a l p h a b e t i c a l l y  by county; there- 
under, by DIIR Division; there- 
under, by program. . , 

Dispos i t ion  - 
Cut o f f  f i l e  as fol lows:  

Off ice  of Audits 
(Record Copy) 

Upon determinat ion that a l l  
a u d i t  ques t ions  have been 
resolved,  p lace  a l l  p e r t i -  
nent  papers  f o r  a p a r t i c u l a r  
a u d i t  i n  t h e  inactive f i l e ;  

' c u t  off i n a c t i v e  f i l e  a t  end 
of each f i s c a l  year ;  hold 
i n  cu r ren t  f i l e s  area 2 
years;  t r a n s f e r  t o  State  
Records Center; hold 3 
years ;  then t r a n s f e r  t o  
S ta te  Archives. 

DHR Off ice/  Divis ions/  
Sect ions/  Uni t s  

(Reference Copy of Audit) 
Upon determinat ion t h a t  a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  re ference  
papers  f o r  a u d i t  i n  t h e  in- 
a c t i v e  f i l e ;  c u t  o f f  inac- 
t ive f i l e  a t  end of each 
f i s c a l  year ;  hold 2 years;  
then des t roy .  

Earlier d e s t r u c t i o n  of a u d i t  
r e f e rence  papers  i n  author- 
ized .  

APPROVED: 3/19/80 

74-398-A COUNTY HEALTH DEPARTIBNT, HEALTH Cut off f i l e  as fol lows:  
DISTRICT, AND MENTAL HEALTH 
CATCHMENT AREA REPORT FILES - DOC- Off ice  of Audits 
uments r e l a t i n g  t o  audi t ing  State- 
a l l o c a t e d  funds expended by County 
Health Departments, Health 
Districts, and Mental Health 
Catchment areas. Included, bu t  

(Record Copy) 

Upon determinat ion t h a t  a l l  
a u d i t  ques t ions  have been 
resolved,  p l ace  a l l  p e r t i -  
nent  papers  f o r  a par t icu-  

- 

\ . .  -_ 
11-E.5.A-1 



1-11 .-_1,11 -- --1_1 

Records Retention Schedul? - - 
GEORGIA DEPARTMENT OF HUMAN RESOURCES 

OFFICE OF THE COMMISSIONER 
FINANCIAL MANAGEMENT 

I 
Ofik. of Audln 

C O n W r t  Audlu S.crlon c- 
APPl. 

No. ~ Description Disposition 

74-3984 not l imited to, are: Statement 
(cont . ) of Revenue, Expenses, and Budget 

Comparison; Analysis of State 
and County Receipts; Schedules 
of Accounts Receivable, Encum- 
brances, Prepaid Expenses, 
Equipment Purchases, Accounts 
Payable; audi tor ' s  transmittal 
le t ter  summarizing audi t  r e su l t s ,  
revenue and expenditure statement, 

- 
l a r  aud i t  i n  the inac t ive  
f i l e ;  cut  off inac t ive  f i l e  
a t  end of each f i s c a l  year; 
hold i n  current  f i l e s  area 
2 years; t ransfer  t o  S ta t e  
Records Center; hold 3 
years; then t ransfer  to  
S ta te  Archives. 

DHR Offices/ Divisions/ 
Sections/ Units 

adjust ing en t r ies ,  bank reconcil- 
i a t ions ;  and supporting papers. 
The f i l e  is arranged chronologi- 
ca l ly  by f i s c a l  year; thereun- 
der, alphabetically by county; 
thereunder, by Di s t r i c t ;  there- 
under, by Catchment area. 

(Reference Copy of Audit) 

Upon determination t h a t  a l l  
audic questions have been 
resolved, place a l l  reference 
papers f o r  audi t  i n  the  in- 
ac t ive  f i l e ;  cut  off inac- 
t i v e  a t  end of each f i s c a l  
year; hold 2 years; then 
destroy. 

Earlier destruct ion of audi t  
reference papers is author- 
ized. 

APPROVED: 3/19/80 

74-399-A CONTRACT AUDIT REPORT'FILES Cut off f i l e  a s  follows: 
(T i t l e s  111, IV-A, IV-D, V ,  V I ,  
V I I ,  XVI, XX) - Documents re- Off i c e  of Audits 
l a t i n g  t o  auditing contract  pro- (Record Copy) 
grams which may include day care 
centers ,  mental re tardat ion cen- 
ters, chi ld  support recovery pro- ' 

grams, aging programs, and any 
other  pat ient-cl ient  fe la ted  
vendors funded through T i t l e s  
111, IV-A, N-D, V, V I ,  V I I ,  
XVI. and XX. Included, but not 
l imited to, are: Statement of t ransfer  t o  S ta te  Records 
Revenue, Expenses, and Budget - Center; hold 3 years ;  then 
Comparison; Analysis of S ta te  destroy. 
and Federal Receipts; Schedules 
of Accounts Receivable, Encum- 
brances, Prepaid Expenses, Equip- 
ment Purchases, Accounts Payable; (Reference Copy of Audit) 
audi tor ' s  t ransmit ta l  l e t t e r  
surmnarizing audi t  r e su l t s ,  reve- 

Upon determination tha t  a l l  
audi t  questions have been 
resolved, place a l l  pe r t i -  
nent papers fo r  a pa r t i cu la r  
audi t  i n  the inac t ive  f i l e ;  
cu t  off inac t ive  f i l e  a t  end 
of each f i s c a l  year; 
current f i l e s  area 2 years;  

hold i n  

. .  

DHR Officesf Divisions/ 
Sections/ Units 

Upon determination tha t  a l l  

11-E.5.A-2 


